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Dear Content Owners, 
 
We created this guide as your handy, go-to source 
for how to write and format content for the Web. It 
illustrates principles and best practices on a very 
specific level with many helpful examples. 
We would like you to use this guide in tandem with 
its companion document, the Content Strategy, 
which outlines the overarching plan for the library’s 
Web presence.  
Together we can create highly usable and useful 




The Web Working Group 
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A prioritized set of communication goals that drives and permeates all aspects of 
the content and the design. Our key messages are how we want to portray our-
selves to the world. Ensure that with every sentence you write, every image you 
select, you communicate these goals. 
 
This content will be updated soon. 
 



























“Personality is the mysterious force that attracts us to certain people and repels 
us from others.” 
- Aaron Walter, Designing for Emotion 
 
We, the Dudley Knox Library, have our own personality that comes across in 
our content. In order to builds a relationship with our users, we must be con-
sistent in our personality traits. We are developing a design persona to estab-
lish our brand traits. 
 
This content will be updated soon. 
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As Content Owners, you won’t ever have to worry about changing the logo or color 
scheme of the website. These are set globally. But it is important for you to know 
what our official branding looks like. 
For more on our branded look and feel, see our formatting section (p.24) 
DKL Logo 
Variations of the DKL logo (with or without text, vertical orientation, horizontal 
orientation, different colors, etc.) are available in the DKL SharePoint site, under 
the “Branding” tab. These are good for print use. 
On the Web, use the DKL blue logo (with or without text). The WWG is responsi-
ble for managing placement and use of logos and branding. 
Look & Feel 
Blue logo appears on DKL grey background in department banner 
across all library-owned Web pages. Accompanying text is written in 
HTML, in Myriad Pro Light font. Linked to homepage. 
Blue logo with name appears 
on DKL grey background in 
department footer across all 
library-owned Web pages. 





RGB 231 231 233 




RGB 0  69 124 
Used for NPS brand bar and footer background color, all 
header fonts, and DKL logo. 
NPS Rust Orange 
#B25E11 
RGB 178 94 17 
Used as accent color throughout - mainly used for buttons 
Color Scheme 
These are the official colors, established in our Web templates as colors for header 
fonts, backgrounds, accents, buttons, borders, and more. Consistency in our use of 
color emphasizes a branded look and feel in our Web presence. 
The WWG is responsible for managing use of official colors developed by NPS Glob-
al Design Group. 
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Basic Rules of Thumb 
Users like predictability on the Web. When they’re trying to accomplish a task, 
they don’t want to be surprised, or forced to think about anything except     
getting the job done. 
We can help them seamlessly accomplish their tasks, and promote positive 
user experiences if we consistently apply some basic rules. 
 Use templates 
See our Content Strategy for our page templates. These outline layout and 
content requirements in each system. The WWG develops and maintains tem-
plates, and they are built-in to all systems. 
 Stick with the defaults for column sizes, fonts, font sizes, headers, color, 
etc. 
 Take the guesswork out of everything.  
Consult the guidelines in this handy Style Guide along with its companion, 
Content Strategy, for practical info and directions on creating and maintaining 
high quality, useful content. These booklets were written by your local Web 
Working Group especially for you. We’re here to help! 
 Reduce your content to just the essentials. 
Think haiku, not War and Peace. 
 Reuse. You can reuse pages, boxes, assets, images, links 
and more. Updating is a breeze when you have one source 
copy to manage. 
 Rewrite. Never publish your first draft! Each revision im-
proves your content—guaranteed! 
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Write to our readers, not ourselves. 
 Have been out of academia and in theater, on 
operational tour, or in the professional working 
world for 10-20+ years. They are “rusty” and 
unfamiliar with academic library tools, services, 
resources, technologies, and terminology. 
 Have difficultly transitioning from a military   
environment to an academic one. 
 Have been trained by Google/Amazon, etc. in 
terms of search and interface design conven-
tions. They have certain expectations when 
they visit a website. If we don’t “measure up,” 
we lose them and they go to Google. 
 Located all over the world. Need 24/7 access 
with easy self-service access options. 
 Very task-driven.  
 Very time-constrained. 
Know Your Reader 
Write for the Web 
Nate the Naval Officer 
Oscar the Overachiever 
Meet Nate and Oscar, personas for two of our primary 
users (NPS Resident & DL Students):  




 They scan. They don’t read.   
 They are impatient. We have only seconds to present them with relevant con-
tent. They skip paragraphs and whole pages, following links in a random order. 
A quick glance at the page should present them with all valuable options. 
 Have been trained by Google/Amazon, etc. in terms of search and interface 
design conventions. They have certain expectations when they visit a website.  
 They don’t scroll unless they feel they are close to tracking down the info they 
need. They are willing to scroll once they find highly relevant content. They are 
also willing to scroll on a mobile device, but put your most important info top 
left.  
 They are under the constant barrage of information overload. Anything we can 
do to facilitate quick access to the content they need will promote return visits 
to our Web pages. 
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Writing with Purpose 

















 Know your message  
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Write so our users can Scan, Grab & Go.  
Imagine writing for a billboard. Will users get your message driving by at 60 mph? 
 
 Less is more. 50-50 Cut Rule. Cut half the words on a page, then come back 
later, and cut half of what’s left as long as you leave your core message intact. 
Did you know? Web content should have 50% of the word count of its paper 
equivalent. 
 Be clear. Use simple, natural language that our users understand.  
 Avoid jargon, vendor-speak and use accepted terminology. 
To ensure that the content is clear to the users, test your content. Have two 
people read it, a student and a staff member or friend. They have to understand 
all (or at least most) of the information. 
 Paragraphs. One idea per paragraph.  
No longer than 40-70 words in length or 5 lines.  
Keep width to 8-10 words for easy readability.  
 
 Use short words and phrases. Never use a long word when a short one will 
do.  
 Use statements, questions, or calls to action for your headline (title) and head-
ers 
 Happy Talk must die (omit Web page introduction or fluff). Examples: 
“Welcome to…”, “About this page” sections, “On this page you will find…”, “The 
purpose of this page is to…” Instead, go straight into the point of the page. 
 Lead users to the task page. Don’t make them read through an “ about”  
page first. Trust in their abilities to figure out basic stuff. You can always include 
a link on the page, “Learn more about _____” 
Scan, Grab & Go 
(Krug, 2006; Redish, 2012) 
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Use Don’t Use 
 
How to Submit a Request 
1. Check the library catalog to see if 
we own the item. 
2. Read the Copyright Notice. 
3. Login and place your request. 
 
Placing a Request 
Before placing a request, please check the 
library catalog to see if we own this item. 
New users to our Interlibrary Loan and Docu-
ment Delivery service will be asked to regis-
ter. Click on the First Time Users Click to 
Register  button and proceed to complete the 
simple registration page.  Once registered, 
users are required simply to logon to place 
requests, view outstanding requests, view/
download articles,  view request history and 
more. 
Items are generally received within two to ten 
days. Turnaround time depends upon the type 
of item requested (book, article, video, etc.) 
and the availability of the requested item at 
the libraries contacted. When placing re-
quests, please take this into consideration. 
You may submit your interlibrary loan re-
quests using our Request Article or Book  link 
located under 'Quick Links' on the left of  the 
screen.  Remember to login to the Interlibrary 
Loan and Document Delivery System, or reg-
ister as a first time user if you have not al-
ready done so. 





Bite, Snack, Meal 
 Bite = headline, link, or both plus a very brief description. Use targeted 
keywords, questions, statements, or calls to action that resonate with our us-
ers. Also helpful to have illustrative thumbnail image. Maximum 8 words. 
 Snack = key message or brief summary  
 Meal = the details (the rest of the article or a deeper Web page linked 
from the snack) 
(Redish, 2012, Ch. 7) 
Use Don’t Use 
 
Already have an account? 
Help us keep our records current. 
 Notify us of any address or phone 
number changes by updating your 
account online. 
 
Change of Address 
To help us keep our records current, 
please notify us of any address or 
phone number changes by updating 
your account online. You may contact 
the Circulation Desk at (831) 656-2947 







Inverted Pyramid Style 
 Put important stuff starting at the top left (in an F-shaped pattern). 
 Get to the point, then stop. 
Start with your conclusion first. Front-load your content by putting the most important 
information at the top and above the “fold”, in the visible area of the website. 
(Redish, 2012, Ch. 7) 













Use Don’t Use 
Find NPS theses… NPS theses are found... 
Search the library catalog for ebooks. 










How students attending DL courses at 
NPS (and DL faculty) can obtain library 
materials and use library resources and 
services. 
 
Library Conference Room 
Check availability and schedule the 
room  
Library Conference Room 
All non-Library personnel wishing to 
have access to the conference room 
need to contact the Library's Admin-
istration Office (  ) for approval, to check 
on availability and to schedule the room. 
The conference room will not normally 
be available for non-Library personnel 
to use for regular (e.g., weekly) meet-
ings, but rather for occasional meetings 
when other facilities are not available. 
Active Voice & Action Words 
Use action words to actively involve users in the content. 
Use the active voice not the passive voice. "Passive voice weakens the action of a 
sentence by distancing the action from the subjects performing the action. Active 
voice links the subjects directly with the action" (WebAIM, 2014).  
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Be consistent in your terminology. If we all refer to things in the same way, 
our site is more usable. 
Also, our usability tests have shown that users misunderstand or are confused by 




Use Don’t Use 
1st floor 
2nd floor  
first floor 
second floor 
 Articles & Databases 
 Articles 
 Find articles… 
Databases (the word by itself) 
Indexes 
Ask a Librarian Reference 
 Ask a Librarian 
 Ask a Librarian Desk 
Research assistance or Reference Desk 
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Use Don’t Use 
 My Accounts (link label) 
 library account or Interlibrary Loan ac-
count 
 Borrow, renew, return (link label) 
Circulation and Interlibrary Loan 





Greta’s Gouge: Military & Security Topics Greta’s Links 
homepage home page 




 library catalog (for LibSearch) 
 Books, ebooks & more (but not arti-
cles)… 
 Classic Catalog (for BOSUN) 
LibSearch / BOSUN 
library liaisons subject specialists 
Approved Terminology, cont. 
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Use Don’t Use 
 Naval Postgraduate School 
 Naval Postgraduate School, Monterey 
 NPS 
Naval School 
 NPS Archive: Calhoun (link label) 
 Calhoun: The NPS Institutional Archive 
(entity name) 
 NPS Theses 
 NPS Publications 
Calhoun 
online Internet 
open collaborative workstations MediaScapes 
Ph.D. PhD 
remote access 
off-campus access / Connect from off-
campus 
research guides 





 NPS personnel 
 customers 
 clients 
you students, faculty, NPS personnel 
 we/us (when referring to ourselves as 
staff) 
 Dudley Knox Library 




DKL library…  
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The full address of the library must appear as follows: 
Dudley Knox Library 
411 Dyer Road 
Building #339 
Monterey, CA 93943 
 
Include DSN numbers with phone numbers when listing contact information. 
Example:  (831) 656-2947   DSN: (312) 756-2947 
Contacts 
Use Don’t Use 
Web web 
webpage Web page 
website Web site 
Approved Terminology, cont. 




Tone of Voice 
Direct, yet conversational. 
 
When users come to our site they are starting a conversation with us. Imagine 
speaking with them in person. Write using natural language free of tech and 
library jargon, and the third person. 
Let’s communicate that key message that we are approachable, not distanced. 
Use Don’t Use 
 
Library Services for Faculty 
We provide resources specifically to sup-
port your instruction needs and research 
efforts. Contact your library liaison for 
current information about our collections, 
specialized instruction, and to arrange 
research consultations. 
 
Library Services for Faculty 
This page provides links to infor-
mation and resources designed to 
support the instruction and research 
efforts of Naval Postgraduate 
School faculty members. Faculty 
members are encouraged to contact 
the Library Liaison assigned to their 
respective departments for current 
information about our collections, 
specialized instruction and to ar-




Use proper grammar, but you can sometimes break the rules. 
Put usability and brevity first. 
 
 Write in the first person. 
Use “we” instead of “the library.” See Terminology, p.15 
Example: We are proud to present the March 2014 Graduate Theses and  
Dissertations, now available in Calhoun: The NPS Institutional Archive.  
 Capitalize names of things, places, and official titles. 
Examples: Information Desk, University Librarian 
 Use serial commas to separate items. Example: Red, white, and blue. 
 Use the ampersand (&) instead of “and” when writing titles, headlines, or 
headers and sub-headers. Use “and” in the body of your text. 
 Numbers in text. 
When writing figures, use numerals. Spell out the number only if it is the start 
of an in-text sentence (Don’t need to spell it out if it’s the start of a bullet). 
 Bulleted points don’t have to be complete sentences. 
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Dates & Times 
 For events, include day and date: 
Tuesday, April 6     or     Tue, Apr 6 
Abbreviate months and days to three letters, but don’t abbreviate if you 
have the room to spell it out. 
 
 If you need the year: 
April 6, 2014 
 
Use the military 2400 hour clock. 
 Do not separate numbers with a colon. 
 Do not add am or pm. 
Example: 1100 Tue, Apr 6, 1200-1250 
 
For online classes/workshops add PST after the time. 
Use Don’t Use 
 
Standard Group Study Rooms 
 First come, first served 
 Seats up to 4 
 No monitors 
 3 whiteboards 
 Four outlets, 2 data ports 
 13 rooms on the 2nd floor 
 
Standard Group Study Rooms 
Students in groups of four (4) or 
more may use the standard group 
study rooms the Library has on the 
second floor. In total, there are thir-
teen (13) rooms available for stu-
dents to use, first come, first served. 
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Consistent formatting will contribute to a branded Web presence that is seamless, 
professional looking, and highly usable. 
 Use established templates 
Templates are defined in our Content Strategy and are built in to Liferay, Lib-
Guides, and LibAnswers. The WWG manages the development and use of 
templates. 
 Design the layout of your pages with responsive design in mind. 
Responsive design will automatically adjust to sequentially display from left to 
right and top to bottom. Consider the way you order your content since it will 
display differently on mobile than it does on desktop. 




 The NPS Global Design Group selected fonts and font sizes that are built into 
the systems. You don’t have to worry about choosing anything when typing 
body content.  Just let it go to the defaults.  
Example: In LibGuides, don’t change the “Styles” or “Font” or “Size” 
 Formatting for heading font/text is built-in (see p. 26) 
Don’t change these 
In LibGuides: 
Don’t change these 
Use this menu to select 
Headings (see p.26) 
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Use Don’t Use 
 
 Bolding for keywords 
(sparingly) 
 Highlighted boxes (sparingly)  
See p.27 
 Links can be used with your text 
to highlight keywords/phrases 
and help users go directly to what 
they need. 
 Left justification 
 Pictures or images that explain a 
concept, convey information, or 
enhance the user’s experience on 
the site. (See more on p.38). 
 
 Colored text. Red text reads as a 
warning. Purple text can be read as 
a visited link. 
 ALL CAPS READS AS SHOUTING. 
 Highlighted text. (Highlighted boxes 
are okay, see p.29). 
 Center justification 
 Italics. They are harder to read. 
 Underlined words. They can be mis-
taken for clickable links.  
In Liferay: 
Don’t change these: Size or color 
Use this menu to select 




Users scan content by its headings, which shows them at a glance, the struc-




Heading1, Heading 2, Heading 3  
 
 Use the built-in headings, don’t use bolding or sizing to indicate headings. Con-
versely, don’t use headings to make text BIG or bold.  
 Use built-in heading styles as is. Example: don’t bold or italicize them. 
 Use keywords that users are looking for. Example: Find articles 
 Try for medium length (about 8 words) 
 If mentioning a number, use an odd number. 
Example: Three steps to submitting an Interlibrary Loan request 
 Add a colon or dash and subtitle. 
 Use headings in logical order. H1 headings (usually the page title) followed 
by H2 headings (major sections), then the less important H3 headings, and so 
on to reinforce the structure of your page. Don’t skip levels. (WebAIM) 
 Anchor headings to the associated text using closer spacing. 
 Use title casing, including box titles in LibGuides. Example: 
Access & Hours    
 Use sentence casing when it’s a call to action. Example: 
What do I need to check out an item? 
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Use Don’t Use 
 
How do I get an account? 
 Resident students: Go to the Infor-
mation Desk (bring your CAC) 
 
 Distance learning students: You 
should receive an email (to your NPS 
email) from us with your information. If 
you can’t find this, email dlib@nps.edu 
 
 Faculty & staff: Go to the Infor-
mation Desk and bring your CAC. 
 
 Community: Email 
circdesk@nps.edu 
 
Already have an account? 
Help us keep our records current... 
User Name and 
Password Information 
 For NPS personnel (faculty, stu-
dents, staff) your User Name (ALT 
ID) is your Network login name, en-
tered in UPPER CASE. If you find 
that your User Name does not work 
and/or to make changes to your Us-
er Name, please contact the Circula-
tion Desk. 
 Library users who are not NPS per-
sonnel should contact the Circula-
tion Desk to set up a User Name 
(ALT ID) 
 Use questions, statements, or calls to action 
 Questions. Example: Need a library card? 
 Statements. Example: How to request and article or book through 
Interlibrary Loan 
 Calls to action. Example: Find NPS theses 
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Use Don’t Use 
 
How long does it take? 
 3-4 weeks 
 
If you just graduated, we have to wait until 
your degree is verified. May take up to 4 
months. 
 
We’ll notify you via email when your 
account is active. 
 
It takes 3-4 weeks for us to complete 
the registration process.  However, if 
you just graduated we have to wait 
until your degree is verified which may 
take up to 4 months.  We will notify 
you via email when your account be-
comes active.  
Colors 
Do not rely on color alone to convey information. 
The use of color can enhance comprehension, but do not use color alone to convey 
information. That information may not be available to a person who is colorblind and 
will be unavailable to screen reader users (Association of Research Libraries, 2014). 
 Use dark text on light background 
 Keep the contrast high 
 Avoid red text 
 Use light text on dark background sparingly 
 Keep the background clear, not patterned 




Highlight text in box and change to black. 
 Info message 
Blue container box: use for tips. Example: Contact info, see more info, etc. 
 
 Alert message 
Orange/yellow container box: use for warning/disclaimer or very important 
information. Example: Access available for U.S. Nationals 
 
 Error message 
For Webmaster use on very rare occasions. Example: library closures 
 
 Limit to 2 boxes per page. 
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Lists & Bullet Points 
Helpful tools for chunking text into scannable pieces. 
 
Bulleted Lists 
 Keep short (5-10 items) 
 Remove space between intro & the list 
 Wrap lines under each other, not the bullet 
 Go only 2 levels deep 
 Use standard bullets. Don’t make people wonder if bullets have more meaning 
than they do. Example: the plus (+) sign. 
 Start each bullet with a capital letter. 
 Put a period at the end if it’s a complete sentence. 
 
Numbered Lists 
 Good for instructions. 
 Turn paragraphs into steps. 
 Keep sentence structure parallel. Example: Use all verbs, or use all nouns. 
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Use Don’t Use 
 
How can I renew things? 
Online 
Your login credentials are the same for 
both accounts, unless you changed 
them. 
 
Username = your NPS Username 
PIN = 4 digits on the back of your li-
brary card 
 
DL Students. We sent your password 
to your NPS email. 
 My library items 
 My Interlibrary Loan items 
 Reply to the reminder email, and 
request a renewal 








Online Renewal of Library 
Materials 
With the exceptions listed below (see NOTES) 
most Library items can be renewed at least one 
time. 
NPS faculty, students (including Distance Learn-
ing students) and staff may renew materials up 
to four times, while all other users generally may 
renew items only once. See 
the Renewal section of our Circulation Poli-
cy page for details. Following are the steps for 
online renewal: 
 
From the library's home page:  
Click on Search BOSUN Catalog. Click on My 
Account located in the gray bar above the 
search box. Click on Renew My Materials. En-
ter your User Name (ALT ID)* - use UPPER-
CASE, AND your Password (PIN)**. 
Click on the List Charged Items button. 
A list of items currently checked out to you will 
appear. Select the items you wish to renew by 
clicking on the box to the left of each title. Then 
click on Renew Selected Items. 
 
* For NPS personnel (faculty, students, staff), 
your User Name (ALT ID) is your Network login 
name entered in UPPER CASE. If you find that 
your User Name does not work please contact 
the Circulation Desk at (831) 656-2947 or e-
mail circdesk@nps.edu.  Library users who are 
not NPS personnel can contact the Circulation 
Desk to set up a User Name (ALT ID). 
** Your Password (PIN) is a randomly generat-
ed (usually 4-digit) number, which should be 
written on the back of your library card (for Dis-
tance Learning students, this information should 
have been provided to you by email at the time 
that your Library account was created). If you do 
not have your PIN information, please contact 
the Circulation Desk at (831) 656-2947 or e-
mail circdesk@nps.edu. 
 
To change your PIN, please follow the in-




Hyperlinking is one of the most powerful features of the Web. We can lead users 
directly to the content they need with a well placed, well named link. 
 
Ensure links make sense out of context. 
Every link should make sense if the link text is read by itself. Screen reader users 
may choose to read only the links on a Web page. Avoid using “click here” “here” 
and “more” (Association of Research Libraries, 2014). 
Use Don’t Use 
Need help now?  Check out our work-
shops, guides and Flash tutorials. 
We offer quarterly Library Tours, too.  
Need help now?  Workshops, guides 
and Flash tutorials are available 
here. 




Open all links in the same window/tab except when they: 
 
 Lead to non-HTML page (ex. PDF) 
 
 Provide help 
 
 May interrupt a process. Example: when filling out a form that has a link to 
relevant instructions. 
 
 Lead to an image that takes a long time to load (Friedman, 2008) 
 
 Other rare exceptions may be made for links to open in new tab/window. 
Content Owner must justify need to WWG. 
Contextual Links 
Contextual links (links within text) can help the important information jump out on 
a page. Make sure your contextual links are descriptively named and are placed 
where you’re ready for the user to leave the page, i.e., not in the first sentence. 
 
Don’t overdo it: no more than two links per paragraph. Don’t link every 




 Link to task pages first — pages where users can get things done. You can 
link to information (policy or about) pages from the task pages using a link la-
bel called, “Learn more about _____” 
 
 Use action-oriented labels such as “ How to renew Interlibrary Loan 
items” instead of “Interlibrary Loan and Document Delivery.” don’t have to mir-
ror the exact name of the page they’re linking to as long as they tell the user 
exactly where they’re going.  
 
 Always link to the record (the permanent URL or handle URI when the 
link destination is a pdf in a database or repository. For examples: ProQuest or 





Don’t let users come to a dead end before accomplishing their tasks.  We can give 
them alternate routes to get to the info they need using related links. 
 In LibGuides use the “Related Research Guides” box. Curate these to be high-
ly relevant to the content of the page. Be very selective, and limit the number 
to 3-5. 
 Include a “You might also be interested in . . .” section below the Contact Us 
box which links users to highly related pages. 
Submit a ticket to: 
if you need help adding or editing a 




Your link label should tell users where they will land when they click the 
link. They are generally task-based, meaningful to users, and short.  
 Labels are hard. You’ll probably have to settle 
on picking only two of the three types of labels 
(true, short, meaningful) to find one that works. 
 Use the Approved Terminology. 
 Short and meaningful trumps true and 
meaningful when the true name of the destina-
tion is long. Example: NPS Archive: Calhoun 
vs. Calhoun: The NPS Institutional Archive. 
Reserve the full name for page titles or within 
the body of the text. 
 Tell the user where the link is going. Make the label very clear about the 
destination. Examples: “Learn more” or “click here” labels while short, 
are not meaningful or true. 
 
Friendly URLs 
Links, page titles, and friendly URLs should correlate as much as possible 
but they don’t have to match exactly. 
 
For example, for the Workshops page: 
 The URL = library.nps.edu/workshops-tours 
 Page title = "Research & Writing Workshops, Library Tours, 
Thesis Briefs"  
 Link label = Workshops & Tours 
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Use Don’t Use 
 If you are in the library 
or connected to the NPS network 
via the VPN, you will have auto-
matic access. If you are off the 
NPS network, you will need to 
have a library account.   
 NOTE: If you are in the library 
or connected to the NPS network via 
the VPN, you will have automatic ac-
cess. If you are off the NPS network, 
you will need to have a library account. 
Find out more about the NPS network 
and the VPN here. 
What is copyright? 
Find out what you need to know 
about copyright law and fair use at 
NPS. 
Copyright at NPS 
See the page on Copyright at NPS, written 
to provide faculty, staff, and students at 
NPS with an understanding of copyright law 
and fair use as it applies to the NPS re-
search community.  
We offer the workshops listed below 
to the Monterey area NPS communi-
ty.  Most workshops are held in 
Room 151 on the library's first floor. 
We offer quarterly Library Tours, too. 
Need help now?  Search our FAQ.   
We offer the workshops listed below to the 
Monterey area NPS community.  Most 
workshops are held in Room 151 on the 
library's first floor. 
Need help now?  Workshops, guides and 
Flash tutorials are available here.  We offer 
quarterly Library Tours, too. 
The NPS Archive: Calhoun provides 
a permanent, secure online home for 
NPS-authored content…. 
Learn more about Calhoun 
Calhoun provides a permanent, secure 
online home for NPS-authored content. 
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Don’t spell out URLs on the Web. 
This is ok for print, but isn’t necessary on the Web. 
Use Don’t Use 
Find the RefWorks group code on the 
NPS wiki.  
The RefWorks Group code is available 
to NPS users in the NPS Enterprise Wiki 
at https://wiki.nps.edu/display/
libraryservices/RefWorks.   
 
Don’t change the formatting of links (colors, underline, font, etc.) 
Let link formatting go to the defaults. 
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Images & Media 
When should you add an image?  
 
 It explains a concept better, and more effectively than words alone. 
 
 It’s not merely decorative. 
 
 It enhances people’s overall experience on a site (breaks up “walls of text,” 
chunks out content into scannable pieces, etc.) 
Note: “It may seem that even generic images on a page provide users with a 
visual break from heavy text. But since people work to avoid useless images, it 
actually adds to their cognitive load.” (Nielsen & Pemice, 2009). 
 




Use Don’t Use 
 
 Highly related to the content 
 Smiling, approachable faces 
 Easy to interpret, almost iconic 
 People looking at the camera 
 High contrast & high quality (crisp 
& colorful) 
 Not excessively detailed 
 Cropped, rather than overly re-
duced 
 Clear instructions or information 
 One or two images on a page 
 
 Irrelevant or merely decorative 
 No one looking at the camera 
 Too much detail 
 Blurry 
 Low contrast 
 Look like ads 
 Boring, generic stock images 
 Cold, fake, or too polished 
 Confusing, hard to understand 
 More than 2 images on a page 
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Where to Find Images 
Look for public domain images with no attribution requirements. 
 
Some suggestions: 
 DKL Image Repository: 
https://wiki.nps.edu/display/libweb/Image+Repository 
Work in progress starting from scratch. Real NPS people. Images ready for 
the Web. Link to representative sizes. 
 
 NPS Image Gallery: 
http://intranet.nps.edu/style_guide/docs/NPS%20Image%20Photo%
20Gallery/index.html  
Real NPS people, but limited in terms of scope. 
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Usually stock photos aren’t as good as the ones you take yourselves, but some-
times you can find really good ones that work well. Try these: 
 Microsoft & Mac clip art: In Word, PowerPoint, Mac for Word, etc. 
Use the photos, not the cartoons.  
 Morguefile.com: http://www.morguefile.com/  
 Pixabay.com: http://pixabay.com/ 
 Freerangestock.com: http://freerangestock.com/index.php 
 Stockvault.net: http://www.stockvault.net/ 
 Free images.com: http://www.freeimages.com/ 
 DefenseImagery.mil: http://defenseimagery.mil/index.html  
 Creative Commons Search: http://search.creativecommons.org/  
Not a search engine. Offers access to variety of search engines including 
Flickr and Google images. Must check licensing for requirements including 
attribution. 
 The Noun Project: http://thenounproject.com/ 
Great icons. Look for public domain, non-attribution images to suggest to 
WWG for adoption and standard use.  
 
 Even more sources 
- Our Images guide for students (military emphasis): 
http://libguides.nps.edu/images 
- Univ. of WA Images guide: 
http://guides.lib.washington.edu/content.php?pid=56693&sid=415328 
If you find any images, especially icons that you think could be universally 
applied to the website, please let the WWG know. We are developing a list 
of standard icons. 
 42 
 
 Editing software 
You can use the simple built-in photo editors on your computer like Paint on 
Windows and Preview on a Mac. They crop and resize just fine. If you want a 
more robust editor, try one of these Web-based editors: http://
mashable.com/2013/07/22/free-image-editors/ or GIMP: http://www.gimp.org/  
 Crop image if needed to highlight most important elements. 
 Center the image using the justification tool in the WYSIWYG editor if you 
want even margins on either side of your image. 
 Resize 
Choose the file size that loads the fastest but maintains the quality level that 
you desire and renders well on all devices.  
 Resize your image before uploading. Don’t use the WYSIWYG editor to 
shrink it afterwards. 
 Start with the highest resolution image you have. It can always be 
resized down, but not up without looking bad. 
 Start out with the largest width that you want your image displayed. 
Your max width should be 520px. Use this page as a reference 
when you consider how wide to size your images for the Web: https://
wiki.nps.edu/pages/viewpage.action?pageId=364609710 
 How to resize digital photos in various editors: 
http://www.wikihow.com/Resize-Digital-Photos 
 Keep the Maintain Aspect Ratio box checked so you only have to 
worry about width. 
 Use the “save for web” option that’s available in most image-editing programs or 




 Choose the right image format  
http://www.w3schools.com/html/ html_images.asp 
 GIF—For flat color images with just a few colors and  no gradients. 
Example: clip art and illustrations. 
 
 JPG—Use for photographs and other images that have millions of col-
ors. Not suited to images with text, large blocks of solid color, and sim-
ple shapes with crisp edges. 
 
 PNG—Use for both flat color images and some photographic images. 
It will produce a higher quality image, but your file size will be larger. 
(Kyrnin, n.d.) (Grigorik, 2014). 
 
 Don’t use TIFFs, BMPs, or EPS files. These are huge, mainly used as 
master files, not for use on the Web.  
 Save As a copy to the DKL Image Repository (https://wiki.nps.edu/display/
libweb/Image+Repository) if you think it can be reused by others. 
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Use our naming scheme for any files you upload to any of the library’s Content 
Management Systems. A standard way of naming folders and files reduces the time 
it takes to review/check updates to the website. Especially important for our Shared 
Image Library in LibGuides. 
 
 Be specific and descriptive in naming files. rather than random or generic. 
Don’t use autogenerated random numbers. 
For images and videos, rename the generic file to something more descriptive 
after you download it from the camera.  
Example: Change CP0123-567.jpg to OpenCollaborativeWorkstations.jpg 
 
 Be concise. Use CamelCase or hyphens. Don’t use underscores or leave 
spaces between words. 
 
 Go from broad to specific. Example: StudentsStudyingTable.png 
 
 Append the date if needed. 
 
 













Uploading Images to the Web 
http://support.springshare.com/libguides/addingcontent/images (LibGuides) 
https://my.nps.edu/web/support/working-with-content (Liferay) 
 Alignment positions the image relative to the text. You can play 
around with positioning to achieve the layout you want. 
 Leave the dimensions (width x height) blank to allow responsive 
design coding to work. 
 Vertical & Horizontal Space. Puts padding between the text and 
the image. 
 Remember your Alternative Text 
 
Attribution.  
If you need to cite the source, the citation should link to Web page where 
the image originated. Don’t list the URL of the pdf, for example.  




Alternative Text  
Add alternative text or “alt text” or an “alt tag” to all images, icons, and graphics 
you upload to the Web. Screen readers can read alt text when users can’t view it 
(slow connection, visual disabilities, etc.) Accessibility requirement. 
 
Keep it short, yet descriptive.  
Sometimes can be left blank  
 If it's a logo: 
 Name of organization 
 Don't include the word "logo"  
 
 If it's an icon: 
 Leave blank if it has text next to it. Example: Toolbelt icons. 
 Otherwise describe the icon, but don’t use the word “icon” 
 
 If it's linked: 
 Leave blank if text link is next to it explains where the linked image is 
going. Example: Toolbelt icons. 
 Otherwise, use the destination, but don’t use the words “link to” or 
“page” 
 
 If it's not linked: 
 Keep blank if there is a description/caption accompanying it 
 Otherwise, describe the image, but don't use words like "image of..." 
 
Find out more: http://a11yproject.com/posts/alt-text/ 
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Icons & Emoticons 
Icons 
Icons allow for a more intuitive navigation of the website. They draw attention to 
action words and hyperlinks, but used wrong they can distract from the content. 
Reusing the approved icons we have in our toolbelt and on various landing and 
informational pages throughout our site helps our users become familiar with our 
content. 
 
All approved icons are in the Image Repository 
https://wiki.nps.edu/display/libweb/Image+Repository 
Use Don’t Use 
 Circle icons that are available in 
the Image repository 
 Limit to 1 circle icon per page 
(landing pages are exceptions. 
Example: My Accounts, Ask a Li-
brarian) 
 Icons consistently 
 Icons that aren’t approved by Web-
masters 
 Icons as bullet points in a list 
 Reuse icons for different topics/
content (Example: don’t use the 
“Research Guides” icon on a page 
about citation styles) 
Emoticons 
Don’t use emoticons on the website. Smileys are okay on our social media 
sites, but are not appropriate on our website when we are trying to convey a 
certain level of professionalism.  
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Video & Audio 
 We encourage embedding videos from YouTube, the NPS Video portal or 
similar onto your Web pages if it enhances your content.  
 YouTube will give you embed code to put in Liferay, LibGuides, LibAnswers, 
“boxes” or HTML code. Right click on the video and select “Copy embed 
code.”  
 Keep time length to below 3 minutes if possible. Users rarely have the 
patience to watch something longer. 
 Let the embed code go to the default, but if you have to designate a width, try 
not to exceed 560 pixels.  
 Check that the linked files are working correctly. 
 Don’t use Flash, if possible.  
 Good places to grab videos from: 
 YouTube https://www.youtube.com/c/NPSDudleyKnoxLibraryMonterey 
 Use the NPSLibrarian Youtube account. If you don’t know the 
password, email: 
 NPS Video Portal 
 Other libraries’ videos through Creative Commons license 
 Don’t set your video to “autoplay”. Always allow the user to play/pause your 
content. Keep the control in their hands. 
 Don’t embed content from unreliable sources or questionable webpages. 
 
Submit ticket to:    if you are unsure about anything, and we can embed 




Some databases allow us to include the institution’s name, a logo, and some-
times a utility link.  
While database interfaces may vary, we can provide consistency for our users by 
always using the same info throughout. 
Name 
NPS Dudley Knox Library 
When possible, link NPS Dudley Knox Library to our homepage (library.nps.edu) 
Use the NPS, tricolor logo. This is an image our users 
recognize and understand. 
When possible, link the logo to our homepage 
(library.nps.edu) 




Access provided by... 
Include the words “access provided by” before our name if the database allows 





Get help with: 
 Maintenance and updates of Web pages 
 Creation of new Web pages 
 Organizational issues and questions  
regarding the website 
 General information, feedback and    
concerns about the design process 
 Web writing and page design 
 How to use the CMSs (text editors, etc.) 
 Troubleshooting 
Get help with: 
 Graphic work (posters, flyers, 
icons, image editing) 
 HTML/CSS Formatting 
 
Don’t go it alone: collaboration 
makes design better. 
We look forward to working with you! 
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